Online access instructions for EXISTING employers (employers who already have state
unemployment insurance account numbers).

Register online at www.in.gov/dwd. Under the Online Services menu on the right side of the
screen select Employer Self-Service for Unemployment Insurance.

You can also access the Uplink Employer Self Service logon page directly by clicking this link:
https://uplink.in.gov/ESS/ESSLogon.htm.
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September 10, 2010: Retroactive VYouchers for Unemployment Benefits Must Be Filed By
September 25

JAGIndlaIla Hoosiers eligible for retroactive unemployment benefits who have not filed their vouchers must do so

A — i 8 AMITICAS GRAMUNTES by September 25, 2010. Due to the reinstatement of the federal extensions, the Department of

Workfarce Development (OWWD) allowed eligible individuals to file up to eight retroactive vouchers. As

r, = of Septernber 26, DWD will resume posting @ maximum of three weekly vouchers. In order to qualify

Unemployment Insurance far these refroactive benefits, Hoosiers must have benefits remaining in their unemployment account
and meet the program's other eligihility requirerments.

Due to the increased number of claims generated by the latest federal extension, next-day deposits

I i n |( November 19, 2009: New Federal Extension Prompts Next-Day Payment Guarantee of 5:00 p.m.
unemploymant pograms on eligible claims without unresolved issues are now guaranteed by 5:00 p.m. Eastern Time the next

[

@ httpf ftest. ai.orgfdwd_new/2508, htm & Internet



http://www.in.gov/dwd
https://uplink.in.gov/ESS/ESSLogon.htm

Next, choose the Uplink Employer Self Service icon in the center of the screen.

You can also click on any of the links listed under ESS Help Tools to learn more about Uplink.
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Uplink Employer Self Service (ESS) has new features to help you your i nt B RsSFeeds [T Mobile
insurance account online 24 hours a day, 7 days a week. You can now:

Forms and Downloads

Major Opportunities

R ito i on your I ! I nt insurance benefit claims
Upload guarterly wage files containing up to 200 individual employee records

Request the State of Indiana to certify your reported wages and contributions to the IRS
Inactivate your | nt insurance

Take advantage of ESS to use these features or our other online resources. New employers
can use ESS as well to create an unemployment insurance account instanthy.

Access Uplink Employer Self Semice

Ifyou are a firsttime user ofthe Uplink Employer Self Service systemn, we recommend you take

JAGIndlana the time ta view the self guided tutorial,
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Select the New User? button under the Logon button or choose the New User? menu item on the
left-side navigation bar.

Employer Self Service Logon - Microsoft Internet Explorer
Edit Tools Help
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Good Morning @ Help | Contact | Resources
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Please Logon Important Information
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Password * ‘ | ® Profile Maintenance
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As some browser buttons can cause unexpected results, please do not use the BACK
button or any other external browser buttons. Use only the navigation buttons
provided within Uplink. Also, Uplink does use some pop up windows to display certain
information such as help content and various other finks. Most pop up blocker
programs allow you to hold down the cirl key on your keyboard while dicking a Iink, to
allow a pop up window to open,
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Select Employer from the dropdown box; select “Yes” (you have an existing state
unemployment insurance account number); and click Next.
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Complete the required information. Enter the gross wages from the last report the Department
has posted in its system. Note: if you have not sent — or if you only recently sent — a report for
the most recent quarter, do not enter those wages. Enter the wages from the quarter prior. Click
Next.
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Create your username and password, check the box to accept the User Agreement, and click
Next. Print the subsequent page for your records and click Next. You will be taken back to the
logon screen where you will enter your Username and Password, select Logon, and begin
managing your unemployment insurance account online.
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Complete the following ONLY if you have an agent and want to have all non-certified mail
sent to their address.

Under the “Profile Maintenance” menu on the left-hand navigation bar, select Assign Agents.
From the dropdown menu, select All, Benefits or Tax.

Note: All non-certified mail for that selection (All, Benefits or Tax) will be sent to the
designated agent.

2 Assign Agents - Microsoft Internet Explorer
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Type your agent’s name and click Search. Ifthere is more than one agent listed in the results,
click in the circle to the left of the name to select the correct agent. Once the agent
shown/selected on the screen is the agent you use, click Next.
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Complete the following ONLY if you want to authorize your agent to view or have the
ability to update your account.

You may also assign an external agent. You can authorize your agent to simply view your
account or to update all or part of your account. To assign an external agent, select ‘User
Maintenance’ on the left-hand navigation bar. Once on the User Maintenance screen, select
‘Add’ on the right-hand side to add an external agent.
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Click Search; enter your agent’s name; and click Search again. If there is more than one agent to
choose from, click in the circle to the left of the name to select the correct one.
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Carefully select the authorization you want to give your agent.
e View — The user is only able to look at information. The agent cannot make changes to
the account.
Update — The user is able to look at and change/input information.
Profile — The user is able to look at and change/input legal information (address, phone
number, email address, etc.).
e Quarterly — The user is able to look at and change/input contribution and wage
information.
e Administrator — This authorization allows the user to update your profile information,
enter quarterly reports and gives the user authorization to access your account.
Be sure to read and click the check box in the Important Information section to authorize this
change.

The agent must now access their online account and add your account to their client list.
Click on ‘Add & New’ to add your agent and give him the chosen authority. Click ‘Next’ to

return to the User Maintenance screen. On the User Maintenance screen you have the ability to
edit the agent information or delete them as a user.
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